[image: image1.jpg]


[image: image2.jpg]PE

COMMUNITY SCHOOL



Application Form – Section A  
Please note that if you have a disability and you require having this form, or submitting the information with regard to this form in another format, such as in larger print or audio-tape, please contact us by writing, emailing or telephoning our Recruitment Team. 
	Position applying for:
	

	How did you hear about this vacancy?
	


	Personal Details

	Family Name (Including Preferred Title)  
	

	First Name(s)    
	

	Address (Including Postcode)  


	

	Contact Telephone No: 
	

	E-Mail
Address
	

	Nationality
	

	National Insurance Number
	

	Are you eligible to work in the UK? 
        
	YES   FORMCHECKBOX 

             NO   FORMCHECKBOX 


	Please state what documentation you can provide to demonstrate this e.g. British Passport, EEA ID card, passport or travel document showing an authorisation to reside and work in the UK

	

	Note:  Should you be short listed, you will be asked to bring this documentation with you to the interview.  A full list of eligible documents will be sent to you.  Any offer of employment will be subject to successful verification of your right to work in the UK.

	List 99

	We are committed to safeguarding and promoting the welfare of children and young people.  We expect all staff to share this commitment and undergo appropriate checks.  In view of this, you will subject to a List 99 check prior to interview.  Please provide your date of birth and any previous surnames used

	Date of Birth:
	
	Previous Surnames Used:
	

	Sections A and B of the Application Form will be detached prior to short-listing.  Panel members will not have details of your personal information until after short-listing has been completed


Application Form – Section B  
	If you are applying for a teaching post, please provide the following information:

	Do you have QTS?  
	YES   FORMCHECKBOX 
    NO   FORMCHECKBOX 


	Do you have NPQH?  
	YES   FORMCHECKBOX 
    NO   FORMCHECKBOX 


	Are you registered with the Teaching Agency (formerly the GTC)?
	YES   FORMCHECKBOX 
    NO   FORMCHECKBOX 
  

	
	If yes, please provide number:
	

	Note: New Generation Schools Trust and Hope Community School will require proof of qualifications detailed in the Person Specification at interview, this includes evidence of QTS, NPQH and registration with the Teaching Agency. 


Present Post Details
	Name and address of current employer, school or establishment:

	

	Telephone Number:
	

	Local Authority (if applicable):
	

	Age range of school (if applicable):
	

	Date of appointment to organisation (DD/MM/YY):
	

	Job Title 
	

	Contract Type
	TEMPORARY   FORMCHECKBOX 
    PERMANENT   FORMCHECKBOX 


	Date of appointment to post, if different (DD/MM/YY):
	

	Type of Appointment:
	FULL-TIME       FORMCHECKBOX 
    PART-TIME      FORMCHECKBOX 


	Salary/Allowance Details:
	

	Date free to take up appointment (DD/MM/YY):
	


Previous Employment

Please list your most recent position first and continue on a separate sheet where necessary

	Name and address of employer

(If this is a school please include name of LA and age range of school)
	Position held

(Please state if Full-time, Part-time, temporary or permanent)
	Start 

Date

(mm/yyyy)
	End 

Date

(mm/yyyy)
	Reason for leaving

	  
	
	
	
	

	Relevant details (e.g. responsibilities, achievements etc)



	
	
	
	
	

	Relevant details (e.g. responsibilities, achievements etc)

	
	
	
	
	

	Relevant details (e.g. responsibilities, achievements etc)

	
	
	
	
	

	Relevant details (e.g. responsibilities, achievements etc)

	Please use the space below to explain any gaps in your employment

	


Education
	Date
	School/College/University
	Subjects Taken
	Examination Results/Grades

	
	  
	
	


	Please list any other professional qualifications you have (including membership of Professional Bodies)   

	


	Other Experience Relevant to the Post e.g. Work Experience, Voluntary positions   

	


	Personal Interests   

	


	Reasons why you are suitable for this role / Hope Community School   

	


If you need to give more information about any of the above, please continue on a separate sheet.
Safeguarding Children & Young People
	We are committed to safeguarding and promoting the welfare of children and young people.  We expect all staff to share this commitment and to undergo appropriate checks.  Any offer of appointment is subject to satisfactory CRB (Criminal Records Bureau) Enhanced Disclosure Check


	Have you ever been the subject of an investigation or enquiry into abuse of, or inappropriate behaviour with children or young people? 



	YES  FORMCHECKBOX 
  NO  FORMCHECKBOX 


	Are you aware of any police enquires undertaken following allegations made against you, which may have a bearing on your suitability for this post?
 
	YES  FORMCHECKBOX 
  NO  FORMCHECKBOX 


	If you have answered ‘yes’ please give full details, continuing on a separate sheet if necessary

	


Criminal Convictions

	This appointment is excluded from the non-disclosure provisions under the Rehabilitation of Offenders Act 1974.  Applicants must declare any convictions which for other purposes are “spent” and in the event of employment, failure to disclose such convictions could result in dismissal or disciplinary action.  Any information will be treated confidentially


	Have you ever been convicted of a criminal offence by a Court of Law?      
	YES   FORMCHECKBOX 

NO   FORMCHECKBOX 


	Are you currently under investigation, awaiting trial, verdict or sentencing in any criminal proceeding? 
	YES   FORMCHECKBOX 

NO   FORMCHECKBOX 


	If yes, please attach details including the offence and the date


Referees

	Please give the name and address of two people whom we may contact for a reference.  One of these should be from your current or most recent place of employment, although New Generation Schools Trust and Hope Community School reserves the right to contact any of your former employers.

Please note that we will contact these referees if you are short-listed for this post and seek references before interview.  Also, in relation to work with children, we may seek information about any past disciplinary issues relating to children and/or child protection concerns you may have been subject to  


	
	1st Referee
	2nd Referee

	Name including title
	  
	

	Status/Job Title
	
	

	Organisation
	
	

	Relationship
	
	

	Address
	
	

	Tel. No. 
	
	

	Fax No. 
	
	

	E-mail address
	
	

	
	Is this referee aware of your application for this post?

Yes              FORMCHECKBOX 
                    No                FORMCHECKBOX 


	Is this referee aware of your application for this post?

Yes              FORMCHECKBOX 
                    No                FORMCHECKBOX 




 Application Form – Section C
	Post Applied For: 
	

	Name:
	


Please complete the following sections, using additional space if necessary 

	1.
	How do your personal qualities and professional experience qualify you for this position? 

Please refer to the Job Description and Person Specification documents 

	

	2.
	 What would your key priorities and strategies be in this this post during your first year?

	

	3.
	Professional Skills

Please provide a brief statement setting out how you have developed your professional skills

	

	In service courses (relevant to this application and taken within the last 5 years):

	In service courses

Date

Venue

  
If necessary, please continue on a separate sheet


	Applications from people with disabilities, or those with health problems, who meet the essential criteria are welcome and will be given full consideration.  Please let us know in the space below if you have any access requirements at interview, or if there is anything you would like to make us aware of:

	


	Data Protection Statement
The information that you provide on this form and that obtained from other relevant sources will be used to process your application for employment.  The personal information that you give us will also be used in a confidential manner to help us monitor our recruitment process.  Please see the attached Privacy Notice for more information.
If you succeed in your application and take up employment with us, the information will be used in the administration of your employment with us and to provide you with information about us or a third party via your pay slip.  We may also use the information if there is a complaint or legal challenge relevant to this recruitment process.

We may check the information collected, with third parties or with any other information held by us.  We may also use or pass to third parties, information to prevent or detect crime, to protect public funds, or in other ways as permitted by law.

By signing this application form we will be assuming that you agree to the processing of sensitive personal data (as described in the attached Privacy Notice), in accordance with our registration with the Information Commissioner's Office.

	Declaration

I acknowledge that New Generation Schools Trust and Hope Community School are committed to safeguarding and promoting the welfare of children and young people and to this end hereby confirm that I am not on the Children’s Barred List, or otherwise disqualified from working with children or vulnerable adults or subject to any sanctions imposed by a regulatory body (including but not limited to) the General Teaching Council for England (GTCE), prior to abolition in April 2012, or by the Department for Education or General Social Care Council (GSCC). I understand that the provision of false information may possibly result in referral to the police.
I confirm have no convictions, cautions or bind-overs (or have attached details of my record in a sealed envelope marked confidential).

I declare, to the best of my knowledge and belief, all particulars I have given in all parts of this application form are complete and true and can be treated as part of any subsequent contract of employment.  I understand that any false declaration or misleading statement or a significant omission may disqualify me from employment and render me liable to dismissal.  I understand that any job offer is subject to references, checks on relevant qualifications, employment eligibility and criminal convictions, all of which must be deemed by New Generation Schools Trust and Hope Community School as satisfactory. A medical report may be requested once an offer is made.

I also declare that I will not contact any member of New Generation Schools Trust to further this application (and I understand that to do so would disqualify me from further consideration) - unless the advertisement invites me to contact a named individual to seek further details.  

	Signed
	
	Date  
	


Retention of Data
All information on this application form and all other personal information provided as part of this application will be retained for 6 months after the end of this recruitment process, in line with non- statutory guidance for the retention of recruitment data.  The Trust will retain (with consent) the information for unsuccessful applicants for a further 6 months, in case other suitable roles become available within the Trust.
Please indicate by ticking the relevant box if you agree for the New Generation Schools Trust to retain your information on file for a further 6 months (12 months in total) in order for you to be considered for other positions that may arise within the Trust.


I consent for the New Generation Schools Trust to retain my records for 12 months in total:  YES        NO  

Please return your completed application by email to principal@hopecommunityschool.org
In returning this application electronically you are confirming that the information is true and accurate to the best of your knowledge.  If you are short-listed for this post you will be required to sign your application form prior to interview.  
Email is preferred but you may also return your form to: Hope Community School, 167 Rectory Lane, Sidcup, Kent, DA14 5BU.
Employment Privacy Notice – Applicants
Introduction

New Generation Schools Trust (“the Company”) is committed to protecting the privacy and security of your personal information.

This employment privacy notice describes how we collect and use personal information about you before your working relationship with us, in accordance with the General Data Protection Regulation known as GDPR.

It applies to all applicants. 

The Company is a "data controller".  This means that we are responsible for deciding how we hold and use personal information about you.  We are required under the GDPR to notify you of the information contained in this employment privacy notice.

This notice does not form part of any contract of employment or other contract to provide services.  We may amend or update this notice at any time.

It is important that you read this notice, together with any other privacy notice we may provide on specific occasions when we are collecting or processing personal information about you, so that you are aware of how and why we are using such information.

Data Protection Principles

We will comply with data protection law.  In summary this says that the personal information we hold about you must be: 

1. Used lawfully, fairly and in a transparent way.

2. Collected only for valid purposes that we have clearly explained to you and not used in any way that is incompatible with those purposes.

3. Relevant to the purposes we have told you about and limited only to those purposes.

4. Accurate and kept up to date.

5. Kept only as long as necessary for the purposes we have told you about and kept securely.

Information Held

Personal data, or personal information, means any information about an individual from which that person can be identified. It does not include data where the identity has been removed (anonymous data).  There are "special categories" of more sensitive personal data which require a higher level of protection (see below).

Applicants

As part of the application process, we will collect, store, and use some or all of the following categories of personal information about you:

· Personal contact details such as name, title, postal address, telephone numbers, and a personal email address

· Date of birth

· Gender

· Marital status

· National Insurance number

· Salary, annual leave, pension and benefits information

· Provisional start date

· Location of current and previous employment or workplace

· Copy of driving licence

· Motor vehicle details (for roles in receipt of a car allowance)

· Recruitment information (including copies of right to work documentation, references and other information included in a CV or cover letter or as part of the application process)

· Employment records (including job titles, work history, working hours, training records and professional memberships)

· Accident records

· Compensation history

· Performance information

· Information relating to work attendance and absence and punctuality

· Disciplinary and grievance information

· Photographs

We may also collect, store and use the following "special categories" of more sensitive personal information:

· Information about your health, including any medical condition, health and sickness records

· Information about criminal convictions and offences

Collection of Personal Information

We collect personal information about applicants through the application and recruitment process, either directly from candidates or sometimes from an employment agency or background check provider.  We may sometimes collect additional information from third parties including former employers or other background check agencies.

Use of Personal Information

We will only use your personal information when the law allows us to. Most commonly, we will use your personal information in the following circumstances:

1. Where we need to process your application prior to entering into any contract with you.

2. Where we need to comply with a legal obligation.

3. Where it is necessary for our legitimate interests (or those of a third party) and your interests and fundamental rights do not override those interests.

We may also use your personal information in the following situations, which are likely to be rare: (1) Where we need to protect your interests (or someone else's interests); or (2) Where it is needed in the public interest or for official purposes.

We need all the categories of information in the list above to allow us to perform our contract with you and to enable us to comply with legal obligations.  In some cases we may use your personal information to pursue legitimate interests of our own or those of third parties, provided your interests and fundamental rights do not override those interests.  The situations in which we will process your personal information are listed below.

· Making a decision about your recruitment or appointment

· Determining the terms on which you will work for us

· Checking you are legally entitled to work in the UK

· Making decisions about salary and compensation

· Assessing qualifications for a particular job or task

· Education, training and development requirements

· Ascertaining your fitness to work

· Complying with health and safety obligations

· To prevent fraud

· Equal opportunities monitoring.

Some of the above grounds for processing will overlap and there may be several grounds which justify our use of your personal information.

Failure to Provide Personal Information

If you fail to provide certain information when requested, we may not be able to process your application.

Change of Purpose

We will only use your personal information for the purposes for which we collected it, unless we reasonably consider that we need to use it for another reason and that reason is compatible with the original purpose.  If we need to use your personal information for an unrelated purpose, we will notify you and we will explain the legal basis which allows us to do so.

Please note that we may process your personal information without your knowledge or consent, in compliance with the above rules, where this is required or permitted by law.

Use of Sensitive Personal Information

The "special categories" of sensitive personal information referred to above require higher levels of protection.  We need to have further justification for collecting, storing and using this type of personal information.  We may process special categories of personal information in the following circumstances:

1. In limited circumstances, with your explicit written consent.

2. Where we need to carry out our legal obligations and in line with our data protection policy.

3. Where it is needed in the public interest, such as for equal opportunities monitoring and in line with our data protection policy.

4. Where it is needed to assess your working capacity on health grounds, subject to appropriate confidentiality safeguards.

Less commonly, we may process this type of information where it is needed in relation to legal claims or where it is needed to protect your interests (or someone else's interests) and you are not capable of giving your consent, or where you have already made the information public.

Our Obligations as Employer

We will use your particularly sensitive personal information in the following ways:

· We will use information relating to leave of absence, which may include sickness absence or family related leave, to comply with employment and other laws.

· We will use information about your physical or mental health, or disability status, to ensure your health and safety in the workplace and to assess your fitness to work and to provide appropriate workplace adjustments where necessary. 
Consent

We do not need your consent if we use special categories of your personal information in accordance with our written policy to carry out our legal obligations or exercise specific rights in the field of employment law.  In limited circumstances, we may approach you for your written consent to allow us to process certain particularly sensitive data. If we do so, we will provide you with full details of the information that we would like and the reason we need it, so that you can carefully consider whether you wish to consent.  You should be aware that it is not a condition of a contract with us that you agree to any request for consent from us.

Information about Criminal Convictions

We may only use information relating to criminal convictions where the law allows us to do so.  This will usually be where such processing is necessary to carry out our obligations and provided we do so in line with our data protection policy.

Less commonly, we may use information relating to criminal convictions where it is necessary in relation to legal claims, where it is necessary to protect your interests (or someone else's interests) and you are not capable of giving your consent, or where you have already made the information public.

We do envisage that we will hold information about criminal convictions.

We will only collect information about criminal convictions if it is appropriate given the nature of the role and where we are legally able to do so.  Where appropriate, we will collect information about criminal convictions as part of the recruitment process. We will use information about criminal convictions and offences in the following ways:

· Assessing your suitability for employment.

· Ensuring compliance with safeguarding legislation where relevant.

We are allowed to use your personal information in this way where it is necessary to carry out employment rights and obligations and provided we do so in line with our data protection policy.

Data Sharing

We may have to share your data with third parties, including third-party service providers.

We require third parties to respect the security of your data and to treat it in accordance with the law.

We may transfer your personal information outside the EU.  If we do, you can expect a similar degree of protection in respect of your personal information.

Third Parties

We will share your personal information with third parties where required by law, where it is necessary to administer the working relationship with you or where we have another legitimate interest in doing so.

"Third parties" includes third-party service providers (including contractors and designated agents) and other entities.  The following activities are carried out by third-party service providers: HR, Payroll, pension administration, benefits provision and administration, IT services.

All our third-party service providers and other entities in the group are required to take appropriate security measures to protect your personal information in line with our policies.  Data is provided to our third party service providers for specified purposes and not for use for their own purposes.

Data Security

We have put in place appropriate measures to protect the security of your information.

We have put in place appropriate security measures to prevent your personal information from being accidentally lost, used or accessed in an unauthorised way, altered or disclosed. In addition, we limit access to your personal information to those employees, agents, contractors and other third parties who have a business need to know.  They will only process your personal information on our instructions and they are subject to a duty of confidentiality.

We have put in place procedures to deal with any suspected data security breach and will notify you and any applicable regulator of a suspected breach where we are legally required to do so.

Data Retention

If your application for employment is unsuccessful, the Company will hold your data on file for 6 (six) months after the end of the relevant recruitment process in line with recommended guidance for recruitment information. If you agree to allow us to keep your personal data on file, we will hold your data on file for a further 6 (six) months for consideration for future employment opportunities. At the end of that period, or once you withdraw your consent, your data is deleted or destroyed. You will be asked as part of your application whether you give us consent to hold your details for the full 12 months in order to be considered for other positions or not. 

If your application for employment is successful, personal data gathered during the recruitment process will be transferred to your Human Resources file (electronic and paper based) and retained during and after your employment. The periods for which your data will be held will be provided to you in a new privacy notice

We will only retain your personal information for as long as necessary to fulfil the purposes we collected it for, including for the purposes of satisfying any legal, accounting, or reporting requirements.  To determine the appropriate retention period for personal data, we consider the amount, nature, and sensitivity of the personal data, the potential risk of harm from unauthorised use or disclosure of your personal data, the purposes for which we process your personal data and whether we can achieve those purposes through other means, and the applicable legal requirements.

In some circumstances we may anonymise your personal information so that it can no longer be associated with you, in which case we may use such information without further notice to you.  Once you are no longer an employee, worker or contractor of the Company we will retain and securely destroy your personal information in accordance with applicable laws and regulations.

Rights of Access, Correction, Erasure & Restriction

Duty to inform us of changes

It is important that the personal information we hold about you is accurate and current. Please keep us informed if your personal information changes during the application process.

Rights in connection with personal information

Under certain circumstances, by law you have the right to:

· Request access to your personal information (commonly known as a "data subject access request").  This enables you to receive a copy of the personal information we hold about you and to check that we are lawfully processing it.

· Request correction of the personal information that we hold about you.  This enables you to have any incomplete or inaccurate information we hold about you corrected.

· Request erasure of your personal information.  This enables you to ask us to delete or remove personal information where there is no good reason for us continuing to process it.  You also have the right to ask us to delete or remove your personal information where you have exercised your right to object to processing (see below).

· Object to processing of your personal information where we are relying on a legitimate interest (or those of a third party) and there is something about your particular situation which makes you want to object to processing on this ground.

· Request the restriction of processing of your personal information.  This enables you to ask us to suspend the processing of personal information about you, for example if you want us to establish its accuracy or the reason for processing it.

· Request the transfer of your personal information to another party.

If you want to review, verify, correct or request erasure of your personal information, or request that we transfer a copy of your personal information to another party, please contact the New Generation Schools Trust Business Manager in writing at:

New Generation Schools Trust

New Generation Centre

Birkbeck Road 

SIDCUP

Kent 

DA14 4DJ

You will not have to pay a fee to access your personal information (or to exercise any of the other rights). However, we may charge a reasonable fee if your request for access is clearly unfounded or excessive. Alternatively, we may refuse to comply with the request in such circumstances.

What we may need from you

We may need to request specific information from you to help us confirm your identity and ensure your right to access the information (or to exercise any of your other rights).  This is another appropriate security measure to ensure that personal information is not disclosed to any person who has no right to receive it.

Withdrawing Consent

In the limited circumstances where you may have provided your consent to the collection, processing and transfer of your personal information for a specific purpose, you have the right to withdraw your consent for that specific processing at any time.  To withdraw your consent, please contact the recruitment contact set out in the job advert. Once we have received notification that you have withdrawn your consent, we will no longer process your information for the purpose or purposes you originally agreed to, unless we have another legitimate basis for doing so in law.

Complaints

· You have the right to make a complaint at any time to the Information Commissioner's Office (ICO), Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF. They are the UK supervisory authority for data protection issues.
Changes to this Employment Privacy Notice

We reserve the right to update this employment privacy notice at any time, and we will advise you of any substantial updates and provide you with access to a new employment privacy notice.  We may also notify you in other ways from time to time about the processing of your personal information.

Queries

If you have any questions about this employment privacy notice or how we handle your personal information, please contact the New Generation Schools Trust Business Manager in writing at:

New Generation Schools Trust

New Generation Centre

Birkbeck Road 

SIDCUP

Kent 

DA14 4DJ
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